CivicPlus Modules
DocumentCenter Categories

Folder Owners Publishers Authors
can create subfolders, publish |can publish documents and add |can add documents to folders
documents and add document |documents to folders
to folders

Assessor Assessor editors

Attorney Attorney editors

Building Inspection

BINS editors

City Administration

City Administration > CAO

City Admin editors

City Administration > GIS

GIS Editors

City Channel

Cable editors

City Government

City Admin editors, Clerk Editors,
Court editors

CP Training all department editors
Development Development editors

Engineering Engineering editors
Finance Finance editors
Fire Fire editors

Health Health publishers

Human Resources HR editors

Library Library publishers

Maps GIS editors

Police Police publishers

Public Works DPW publishers

Senior Center Senior Center publishers

Treasurer Treasurer editors
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Document Center Module

Document Center

S Archived Documents Add Add Rename / View Copy

=5 All Documents Document(s) Folder Properties List Folder Link

—Home

=¥ A dminisiration| [n][n] Dis MName Status Actions ]

&'E_Vﬂting ol 61 Auction Services Active Choose an Action[+| [T

imal Contro

E-{]Boards & Commissions 60 Client Listing Active Choose an Action E [
--{_1 Building Inspections 58  Organizational Chart Active Choose an Action E [
g gﬁym;t;[srwney 63 Vendor Application Form Active Choose an Action E [
] City Budget 65 Voter Registration Application Active Choose an Action E (]
--_7| City Charter & Code — - -
{1 City Clerk ublish Reject Unpublish Archive Move
L] CivicCity Facebook - Dont Delete Narked Varked Marked Jarke Marked Marked
--|_] Code Enforcement

E-_ ] Community Development
-] County Clerk
--{_] County Commissioners

With the Document Center Module You Can:

Organize Documents and Files by department or division

Provide direct links fo important documents or forms to reduce phone calls and foof traffic

Create a structured filing system with folders and subfolders fo store documents and files for easy
access and quick replacement

Replace a document and keep the same DID number

Set documents and files to auto-publish or auto-unpublish
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Section 1: Creating / Adding a Folder

Note: Only System / Module Administrators can add first-level Document Center folders.

Access the Document Center Module

1. Log in to the Admin side of the website.
2. Select Modules > Document Center.

3. Select the Add Folder button. The next screen will be similar to Fig. 1-1.

‘4 Archived Documents _ Add Add Rename / = _ Co
5 All Documents Document(s Faolder Properties List Falder Lin
& JHomel
=-_1 Administration Add Folder [ Cancel ” Save ]
i -] Voting
;----gﬁmimal Control Folder Name*: Untitled
E-__] Boards & Commissions .
-{_] Building Inspections Show Archives: No [~]
-] Cemetery
--{_1 City Attorney
Fig. 1-1
4. Folder Name — A red asterisk indicates this is a mandatory field.
5. Show Archives — Leave as default.
6. Cancel — Will delete what you have done.
7. Save — At this point you should save your folder using the Save button to the right. This will bring you

back to the original screen.

8. Select Rename / Properties to set the permissions for the new folder (Fig. 1-2).

Add Add Rename / View Copy
Document(s) Folder Properties List Folder Link
Modify Folder

Usage Summary:

Administration contains: 5 files and 1 folder.
0 subfolders contain 0 files.

Using 1653.396 KB of storage space.

Folder Mame™: Administration
Show Archives: MNo E
i Permissions View
Author
Publisher
Owner
V A P O HName V A P O HName
[l CRT Public Users [ [ Mewton Authors
M Event Submission [} "] [[] Parks & Rec -
Users Owners

Fig. 1-2
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9. Permissions — Setting permissions at the folder level is suggested.
e View — May view the live side only
e Author — Submit new items, modify / delete unpublished items

e Publisher — Publish new items, modify / delete unpublished items, modify / delete published items,
accept / reject submitted items, create / modify categories and assign category permissions.

e System Administrator — Automatically has rights to all of the above

Note: You may choose to save your folder at this point; however, the Document Center folder will not be visible to the public until
a file has been uploaded into the folder.

Section 2: Adding a Document

Access the Document Center Module

1. Login to the Admin side of the website.

2. Select Modules > Document Center.
3. Select the folder you wish to add the document to.
4. Select the Add Document button (Fig. 2-1).
Add Rename / View Copy
Document{ Falder Pmpertjes List Folder Link
DID Display Mame Status Actions
61  Auction Semices Active |Chm}se an Action E
60 Client Listing Active |Chm}se an Action |z|
58  Organizational Chart Active |Chm}se an Action |z|
63  Vendor Application Farm Active |Choose an Action |Z|
65 Voter Reqistration Application Active |Choose an Action |Z|
Publish Reject Unpublish Submit Archive Delete
Marked | | Marked Marked Marked | | Marked Marked Marked
Fig. 2-1

5. Choose Upload File(s) (Fig. 2-2).

Save and Publish

| Upload file(s) |

__

The upload list contains no documents.

>

Fig. 2-2
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6. Click the Browse button to browse your computer for the file(s) you want to upload. (Fig. 2-3)

[
i Select files to upload i

| Browse

Fig. 2-3

7. After selecting your file(s), click Upload. (Fig. 2-4)

| Selected Files:

‘ Document Center - 2011.doc 0B |
Total 0% 0B l
\ Cancel ] l Upload I | Add more files ‘
Fig. 2-4

8. Select the Change hyperlink to rename, add a description to or hide the individual document (Fig. 2-
5).

PN 17— | W | )]

Subscribers Manual._pdf Change -
Fig. 2-5

9. The next screen will look similar to Fig. 2-6.
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Save Cancel

Title™: CiCo Park

Brief Description: -

Visibility: Visible [ 7]
Opens In: NewWindow []
Show Archives: H

Start Date: 03/17/2010 [mmiddiyyy]
End Date: [mmiddiyyy]
Fig. 2-6
10. Title — What the user will see as the file name

11. Brief Description — Short description of file (usually not needed)

12. Visibility — Determines if the file is visible from the live side of the site

13. Opens In — Always open documents in a new window.

14. Show Archives — Leave as default.

15. Start Date — The default is foday's date and indicates the document will be available

immediately upon publication. Enter a start date if you want the item to auto-published at a later
date.

16. End Date — The default is blank and indicates the document will remain published until you
unpublish it manually. Enter an end date if you want the item to expire and auto-unpublish (System
Administrators will receive notice 48 hours prior to expiration).

17. Cancel — Will delete what you have done

18. Save — Will save any changes you have made

19. Once the changes are saved you will return to previous screen (Fig. 2-3).
20. Select Save and Publish. Authors select Save and Submit.

Section 3: Adding a Subfolder

Access the Document Center Module

1. Login to the Admin side of the website.
2. Select Modules > Document Center.

3. Select the folder you would like fo add the Subfolder to.
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4. Select the Add Folder button (Fig. 3-1).
‘3 Archived Documents Add Rename / View Copy
5 All Documents Document{s:l Fold Properties List Folder Link
‘_AHome
2R cminisiration DID Status Actions
5 """ -1 Vating 61  Auction Ser'-ﬂces Active Choose an Action |+ |
..... Dlﬂ"nlmal Cnntrnl on P licemt | iodimes Byt gm ™ T o n,_|

Fig. 3-1

5. Repeat steps in Section Al to finish adding a subfolder.

Section 4: Linking to a Document or Folder

Access the Document Center Module

J—

Locate the document.

o M w0

. Login to the Admin side of the website.

Select Modules > Document Center.

Select the folder that contains the document or file you wish to link to.

Select Choose an Action > Copy Link (Fig. 4-1). The link has now been copied to your clipboard and

can be applied to any Link field within another module or when creating a hyperlink within a page.

n]in]} Dis MHame

61  Awuction Senices

60 Client Listing

58  Organizational Chart

63 Vendor Application Form

65 Voter Registration Application

=

m E
- =T
||.: (75}

h Reject Unpublish
d|| Marked Marked

Status

Active
Active
Active
Active
Active

m L
I =
!

Arch
Mar

Actions

Choose an Action | =

Choose an Action
Unpublish
Archive Public
Archive Hidden
Maodify
Move
Preview

¥

Copy Addr

Fig. 4-1
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Section 5: Modifying a Folder

Access the Document Center Module

p—

. Login to the Admin side of the website.

2. Select Modules > Document Center.
3. Select and highlight the folder you wish fo modify.
4. Select Rename / Properties. (Fig. 5-1).
Add Add Rename / ‘mew Copy
Document(s) Folder Pmpemes List Folder Link
DD Display Ma Action
61 Awuction Services Active Choose an Ag
Fig. 5-1
5. The next screen will display Modify Folder.
6. Change the Folder Name, Show Archives option, or Permissions levels as desired.
7. Cancel — Will delete what you have done
8. Save — Will save the changes you have made to the folder

Section é: Replacing a Document (Without changing the DID number)

Access the Document Center Module

1. Login to the Admin side of the website.
. Select Modules > Document Center.

. Highlight the folder with the document you want to replace.

2

3

4. Find the document.

5. Select Choose an Action > Modify.
6

. Select the Upload Document tab. (Fig. 6-1).
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Document Center

Modify Document [ Cancel H Save ]
Last modified by Bryan Malloy on 4/23/2009 11:14:28 AM

| Document Details®

| Upload Document | | Related Pages |

* Indicates required fields.

Document Upload

File”-

Folder": documents\administration [~

Please note that if your file is of considerable size, the upload may take awhile.
Previous Upload

Fig. 6-1
7. Click on the Browse button. Find the document and select Open.
8. Folder — Leave at default or move the document into another folder.

9. Cancel - Will delete what you have done

10. Save — Will save the new document with the same DID number. The document display name will

stay the same unless you select Choose an Action > Modify and change the Title.

Section 7: Moving a Document / File

Access the Document Center Module

J—

. Login to the Admin side of the website.
. Select Modules > Document Center.

. Select the folder that contains the item you wish fo move.

2
3
4. Find the document / file you want to move and select Choose an Action > Move
5

. Move the document to the new folder. (Fig. 7-1)

Move Folder

Folder: documents\building inspections -
documents\building inspections »
documents\cemetery L

documents\city attorney

documents'city budget

documentsicity charter & code

documentsicity clerk

documents\civiccity facebook - don't delete

documents\code enforcement

documentsicommunity development

documents\community developmenticommunity development
documents\community developmenticommunity preservation |=

Fig. 7-1
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6. To move more than one file at one fime, select the documents that need fo move by putting
checkmarks in the checkboxes (on the right-hand side of the file name). Then select the Move Marked
button at the boftom of the page. (Fig. A7-2). Find the folder from the drop down list that you want
them moved to and select the Save button.

Actions ] Move Folder [ Cancel ] [ Save ]
Choose an Action =
Choose an Action |Z| ] Folder: documentsibuilding inspections -
Choose an Action[=| [T documents\cemetery L
. documents\city attorney
Choose an Act?on IE' documentsicity budget 18
Choose an Action |E| ] documents\city charter & code

Choose an Action |E| documentsicity clerk
L1 documentsiciviccity facebook - don't delete
Dele documentsicode enforcement
ad documents\community development
P documents\community development\community development
documents\community development\community preservation

Move
Marked

chive
arked

m

Fig. 7-2
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Section 8: Deleting a Document / File

Access the Document Center Module

p—

. Login to the Admin side of the website.

Select Modules > Document Center.

Select the folder that contains the item you wish to delete.

Select Choose an Action > Unpublish for the document / file you want to delete.
The document / file will be changed to Draft status.

Select Choose an Action > Delete for the document / file you want to delete.

A A A T R

Select “OK” on the popup that says, “Are you sure you want to delete this item?”

Section 9: Deleting a Folder

Access the Document Center Module

1. Login to the Admin side of the website.
2. Select Modules > Document Center.
3. Select the folder you wish to delete.

4. Select Rename / Properties. (Fig. 8-1).

Add Add Rename / View Copy
Document(s) Folder Properties List Folder Link
Mﬂ'dify Folder [ Cancel ][ Save l

Usage Summary: m
s

Animal Control contains: 0 files.
Using 0 KB of storage space.

Fig. 9-1
5. Select Delete.

6. Select "OK" on the popup that says, “Deleting this folder and all contents is a permanent action.”
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